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Project Status Reporting 
 

Instructions to providers of GSI and ERG planning and design projects  
managed by PWD’s GSI Unit 

 

General 
The Philadelphia Water Department has developed project status reporting templates that must be 
used by providers (consultants) working on Green Stormwater Infrastructure (GSI) and Ecological 
Restoration Group (ERG) projects managed by the GSI Unit. More specifically, the project status reporting 
templates include a Project Status Report and a supporting excel file called the Project Monitoring Table. 
The GSI Unit has given these files to the provider prior to the start of the project for the purpose of 
facilitating the project scoping and status reporting processes. 

 

Project Status Report Preparation 
The Project Status Report (PSR) is included in the “Project_Status_Report.doc” file. The PSR reports on 
the progress made since the previous reporting period, work to be accomplished in the next reporting 
period, status of schedule and budget, and other important items and issues. The provider prepares the 
PSR by filling in the boxes in each report section as prompted by each section’s description. In order to 
expedite PWD’s review, the provider fills out check box at the top to indicate whether changes have 
been made since the last PSR. 
 
The Project Monitoring Table (PMT) is an attachment to the PSR. The provider initially prepares the PMT 
prior to the start of a project by listing tasks and deliverables and the project schedule. The provider 
then submits the PMT along with the project proposal to the PWD project manager for approval. Once 
the PMT has been approved, the provider updates the PMT each month to report on status, percent 
complete, and actual completion dates and attaches it to the PSR. If the provider wants to revise the 
PMT once the project has started, the provider must coordinate those changes with the PWD project 
manager via email and may make revisions only if approved by the PWD project manager.   
 
There are two different PMTs that can be used depending on provider preference. The provider can 
choose to use either of the following:   
 

• “PMT_Automated.xls” – This file is an automated version of the PMT that contains code and 
macros designed to make preparing and formatting the PMT easier. In order to run the 
automated file, macros must be enabled. The macros in the file will not modify or harm the 
computer. 
 

• “PMT_NonAutomated.xls” – This file is the same as “PMT_Automated.xls” except that it is a 
non-automated version which must be set up and formatted by the provider without the 
assistance provided in the automated file.  

 
The preparation of the PSR is self-explanatory based on the structure of the report. Instructions for 
preparing each of the PMT templates are provided in each file. A completed example of a PSR (for 
demonstration purposes only) is attached herein to demonstrate the look and feel of the completed 
templates. 
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Submission Requirements and Procedures 
The PSR (with updated PMT attached) must be submitted on a monthly basis to the respective provider 
SharePoint folder. Reporting periods begin with the first day of a month and end with the last day of 
that month. PSRs are to be submitted within ten days of the last day of the reporting period (i.e. within 
the first ten days following the month being reported on). Any changes to the PMT must have been 
approved by the PWD project manager and documented by the provider in the revision history table 
in the PMT by the time the PSR is submitted. PSRs should be completed, signed (electronic preferred), 
dated, and submitted as follows: 

• PSRs and PMTs should be compiled into a single electronic PDF per work number with the following 
naming format: [Work Number-PSR-Month-Year] 

• PRS PDF files for all active projects should then be uploaded into the Project Status Report folder on 
SharePoint. 

• Prepare ONE PSR submission email for all open projects, rather than separate emails for each 
project. Send email to PWD.GSIIPAdmin@phila.gov with copy to the relevant PWD project 
managers.  

• The subject of the email should include “PSR Submission”, provider name, reporting month-year, 
and work numbers in the following format: [PSR Submission: Provider Name-Month-Year-Work 
Numbers] 

• The body of the email should include a list of all work numbers for which PSRs are submitted. 
 
The PWD project managers will review PSRs for their projects upon receipt and reply to provider with 
either a copy of the signed and approved PSR or questions/comments that need to be addressed by the 
provider before approval.  
 
The PSR will be referenced in the review of the corresponding invoice submittal once it arrives, and the 
corresponding invoice will not be approved without prior approval of the PSR. Note that approval of a 
PSR does not imply approval of any budget or schedule modifications; it only means that the project 
status has been reported correctly.  
 
 

mailto:PWD.GSIIPAdmin@phila.gov
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Project Status Report 
Provider 

1234 Acme Road 
Philadelphia, PA, 19100 

(215) 999-9999

Reporting Period Start Date: 9/1/2016 Reporting Period End Date: 9/30/2016 

Project: Example GSI Design Project 

Contract Number: 12345678 

Work Number: 54321 

Provider Project Manager: Jane Doe 

PWD Project Manager: Jean Doe 

This report summarizes work accomplished since the last project status report, work to be accomplished 

in the next reporting period, discusses the schedule and budget, and brings up other important items and 

issues. A Project Monitoring Table is attached which provides a consolidated summary of the status and 

original, planned, and actual schedule of each task and deliverable as of the reporting period end date. 

Have changes been made to the PSR/PMT other than the Reporting Period End Date? 

☒ Yes

☐ No

I. Work Accomplished This Reporting Period (Work Progress)

The following section discusses the work accomplished during this reporting period by task

including any deliverables, events, activities, interim products, and/or end products.

Task 4: Substantially Complete (70%) Design
Prepared preliminary 70% design and submitted it to PWD. 

Task 5: ADA Ramp Design 
Confirmed ADA ramp reconstruction locations with Streets Dept and began design. 

II. Work to be Accomplished Next Reporting Period (Work Forecast)

The following section discusses the work anticipated to be accomplished in the next month by task

including any deliverables, events, activities, interim products, and/or end products.

Task 4: Substantially Complete (70%) Design
If comments are received on preliminary 70% design from PWD, respond to comments and resubmit. If 
PWD approves 70% design, submit for utility review. 

Task 5: ADA Ramp Design 
Continue ADA ramp reconstruction design. 
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III. Schedule

The following section discusses the overall schedule and provides an explanation of any tasks

and/or deliverables that are behind schedule as indicated in the Project Monitoring Table.

The project right now is 8 days behind schedule. This is a result of the need for a third concept submission
and review.

IV. Budget

The following section discusses the overall budget and provides an explanation of any tasks and/or

deliverables that are over budget.

Task 3 (Concept Check) went slightly over budget due to a third submission being required. PWD was
invoiced the budgeted amount for the task.

V. New/Potential Issues & Proposed Solutions

The following section discusses new issues that have arisen since the last project status report and

potential issues that are anticipated, along with proposed solutions. These issues include anything

that may have an impact on the project budget or schedule. Each issue is identified as new or

potential.  “Not applicable” is indicated below if there are none.

Potential Issue: PWD has informed us that the Department of Public Property (DPP) has taken over a site
adjacent to project 1. This may result in changes to the baseplan.
Proposed Solution: If given the name of a contact at DPP involved with the project, we can contact them to
make sure there is an open channel of communication in case any changes are made at the site.

VI.Outstanding Issues/Needs

The following section discusses any outstanding issues that were included in previous project

status reports and have not yet been addressed. “Not applicable” is indicated below if there are

none.

Our geotechnical engineer noted that there is the edge of a concrete slab under SMP 999-2-1. We plan to
request removal of the concrete slab in the location of the proposed SMP, unless directed otherwise.

VII. Issue Resolution History

The following section summarizes all issues that were included in previous project status reports

that have been addressed/resolved and how they were addressed/resolved. “Not applicable” is

indicated below if there are none.

Issue: Baseplan information was incomplete because of unclear utility locations at project 1.
Resolved by: Performing utility scan to better inform design.



GSI Unit Project Status Report Template 
Page 3 of 3 Last Template Update: 10/11 
/22 

VIII. Critical Action Items

The following section discusses any critical action items, such as information requests, reviews by

others, etc. that significantly impact project schedule and progress.  It also discusses who is

responsible for these action items. “Not applicable” is indicated below if there are none.

We are waiting on an information request to PECO regarding the location of a buried electrical conduit at
project location 2.

IX. Subcontractor Detail

The following section summarizes work performed by each subcontractor in this reporting period

by subcontractor name and task. “Not applicable” is indicated below if no work has been

performed by subcontractors this reporting period.

N/A

X. Other

The following section discusses any other issues that may be applicable, such as key personnel

changes, status of pending proposals/amendments, anticipated scope changes, etc. “Not

applicable” is indicated below if there are none.

John Doe will be taking over the “Project Engineer” role currently filled by James Smith, who will be leaving 
our company in the next reporting period. 

SUBMITTED BY: 

DATE:  

Provider’s Designated Signatory 

APPROVED BY: 

DATE:  

PWD Project Manager 



 PROJECT MONITORING TABLE 

Example GSI Design Project (strictly for demonstration purposes) Project Authorization Date

Work Number 3/8/2016
Reporting Period End Date

1/31/2017

Start Date
Completion 

Date

Planned Days 
from 

Authorization 
Until Start

Planned 
Start Date

Planned 
Duration 

(days)

Planned 
Completion 

Date
Start Date

Completion 
Date

Days Until or 
Past (#) 
Planned 

Completion

Days Ahead 
of or Past (#) 

Planned 
Completion

Baseplan Survey Sub 1 3/8/16 5/7/16 0 3/8/16 67 5/14/16 3/8/16 5/16/16 - (2)
Baseplan Submittal Provider 5/7/16 6/4/16 67 5/14/16 28 6/11/16 5/16/16 6/11/16 - 0
Review and Comment PWD 6/4/16 7/2/16 95 6/11/16 28 7/9/16 6/11/16 7/9/16 - 0
Resubmission Provider 7/2/16 7/16/16 123 7/9/16 14 7/23/16 7/9/16 7/20/16 - 3
Baseplan Review and Approval PWD 7/16/16 7/30/16 137 7/23/16 14 8/6/16 7/20/16 8/2/16 - 4
Geotechnical Testing and Report Submittal Sub 2 3/1/16 4/10/16 0 3/8/16 40 4/17/16 3/8/16 4/20/16 - (3)
Review and Approval PWD 4/10/16 5/8/16 40 4/17/16 28 5/15/16 4/20/16 5/17/16 - (2)
50% Design Submittal Provider 7/30/16 9/3/16 151 8/6/16 35 9/10/16 8/2/16 9/5/16 - 5
Review and Comment PWD 9/3/16 10/1/16 186 9/10/16 28 10/8/16 9/5/16 10/3/16 - 5
Resubmission Provider 10/1/16 10/15/16 214 10/8/16 14 10/22/16 10/3/16 10/16/16 - 6
50% Design Review and Approval PWD 10/15/16 11/12/16 228 10/22/16 28 11/19/16 10/16/16 11/13/16 - 6
Resubmission #3 Provider 256 11/19/16 0 11/19/16 11/13/16 11/20/16 - (1)
50% Review and Approval PWD 256 11/19/16 0 11/19/16 11/20/16 11/27/16 - (8)
Approved 50% Plan Submission to Streets Provider 11/12/16 11/14/16 256 11/19/16 2 11/21/16 11/27/16 11/29/16 - (8)
Review and Comment Streets 11/14/16 12/12/16 258 11/21/16 28 12/19/16 11/29/16 12/28/16 - (9)
70% Design Submittal Provider 12/12/16 1/9/17 286 12/19/16 28 1/16/17 12/28/16 1/23/17 - (7)
Review and Comment PWD 1/9/17 2/6/17 314 1/16/17 28 2/13/17 1/23/17 13 -
Resubmission Provider 2/6/17 2/27/17 342 2/13/17 21 3/6/17 34 -
70% Review and Approval PWD 2/27/17 3/27/17 363 3/6/17 28 4/3/17 62 -
ADA Ramp Submittal Provider 12/12/16 3/6/17 286 12/19/16 84 3/13/17 41 -
Review and Comment Streets 3/6/17 4/5/17 370 3/13/17 30 4/12/17 71 -
Resubmission Provider 4/5/17 5/5/17 400 4/12/17 30 5/12/17 101 -
ADA Ramp Approval Streets 5/5/17 6/4/17 430 5/12/17 30 6/11/17 131 -
Submission to PWD Provider 6/4/17 6/6/17 460 6/11/17 2 6/13/17 133 -
Approved 70% Plan Submission to External 
Reviewers

Provider 3/27/17 3/29/17 391 4/3/17 2 4/5/17 64 -

External review coordination, response 
tracking, and 90% Design Submittal

Provider 3/29/17 6/27/17 393 4/5/17 90 7/4/17 154 -

Review and Comment PWD 6/27/17 7/25/17 483 7/4/17 28 8/1/17 182 -
Resubmission Provider 7/25/17 8/15/17 511 8/1/17 21 8/22/17 203 -
Review and Project Approval PWD 8/15/17 9/12/17 532 8/22/17 28 9/19/17 231 -

7 Final Design Not Started 0% Final Design Submittal Provider 9/12/17 9/19/17 560 9/19/17 7 9/26/17 238 -

No. Date Details

1 4/2/2016

2 12/1/2016

Tracking

Complete

Complete

100%

100%

5 ADA Ramp Design 10%In Progress

Plans, Specs, and 
Estimate (90%) Design

Not Started6 0%

Because a utility scan was added to the baseplan survey, 7 days have been added to the Planned Duration for that deliverable, pushing back the planned schedule for subsequent tasks and deliverables. 

Because a third concept submission was needed, two deliverables were added to Task 3: "Sumbission #3" and "Concept Review and Approval". The words "and Approval" were crossed out in the 
deliverable description above the added deliverables because approval did not occur.

REVISION HISTORY

In Progress 70%

Complete 100%

2
Geotechnical Testing 
and Report

3
Preliminary (50%) 
Design

54321

Task 
No.

Description

4
Substantially Complete 
(70%) Design

1 Survey and Baseplan

Original Schedule

Associated Deliverable(s)
Responsible 

Party

Planned Schedule (same as orig unless adjusted) Actual Schedule

Status
% 

Complete
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PROJECT MONITORING TABLE    

Example GSI Planning Project (strictly for demonstration purposes) Project Authorization Date

Work Number 1/27/2016

Reporting Period End Date

8/31/2016

Start 

Date

Completion 

Date

Planned Days 

from 

Authorization 

Until Start

Planned 

Start Date

Planned 

Duration 

(days)

Planned 

Completion 

Date

Start 

Date

Completion 

Date

Days Until or 

Past (#) 

Planned 

Completion

Days Ahead 

of or Past (#) 

Planned 

Completion

Planning Initiatives Memo Provider 1/27/16 2/10/16 0 1/27/16 14 2/10/16 1/25/16 2/10/16 ‐ 0 

Review and Approval PWD 2/10/16 2/17/16 14 2/10/16 7 2/17/16 2/10/16 2/17/16 ‐ 0 

Interim Drainage Area Map Provider 2/17/16 3/2/16 21 2/17/16 14 3/2/16 2/17/16 3/4/16 ‐ (2)

Interim Review and Comment PWD 3/2/16 3/9/16 35 3/2/16 7 3/9/16 3/4/16 3/11/16 ‐ (2)

Full DA Map and GIS Layer Provider 3/9/16 3/23/16 42 3/9/16 14 3/23/16 3/11/16 3/22/16 ‐ 1 

Review and Approval PWD 3/23/16 3/30/16 56 3/23/16 7 3/30/16 3/22/16 3/28/16 ‐ 2 

Interim Site and DA Analysis Map Provider 3/30/16 4/13/16 63 3/30/16 14 4/13/16 3/28/16 4/11/16 ‐ 2 

Interim Review and Comment PWD 4/13/16 4/20/16 77 4/13/16 7 4/20/16 4/11/16 4/18/16 ‐ 2 

Site and DA Feasibility Analysis 

Submission
Provider 4/20/16 5/25/16 84 4/20/16 35 5/25/16 4/18/16 5/19/16 ‐ 6 

Review and Approval PWD 5/25/16 6/15/16 119 5/25/16 21 6/15/16 5/19/16 6/9/16 ‐ 6 

Resubmission Provider 6/15/16 6/15/16 140 6/15/16 0 6/15/16 6/9/16 6/16/16 ‐ (1)

Review and Approval PWD 6/15/16 6/15/16 140 6/15/16 0 6/15/16 6/16/16 6/21/16 ‐ (6)

Check‐In Meeting Provider/ PWD 6/15/16 6/16/16 140 6/15/16 1 6/16/16 6/23/16 6/23/16 ‐ (7)

Interim GSI Project Sheets Provider 6/16/16 7/7/16 141 6/16/16 21 7/7/16 6/23/16 7/12/16 ‐ (5)

Interim Review and Comment PWD 7/7/16 7/14/16 162 7/7/16 7 7/14/16 7/12/16 7/19/16 ‐ (5)

GSI Identification Submission Provider 7/14/16 8/18/16 169 7/14/16 45 8/28/16 7/19/16 (3) ‐

Review and Comment PWD 8/18/16 9/1/16 214 8/28/16 14 9/11/16 11  ‐

Draft Stormwater Improvement Plan Provider 9/1/16 9/8/16 228 9/11/16 7 9/18/16 18  ‐

Draft Review and Comment PWD 9/8/16 9/15/16 235 9/18/16 7 9/25/16 25  ‐

Final Stormwater Improvement Plan 

Document and Presentation
Provider 9/15/16 9/22/16 242 9/25/16 7 10/2/16 32  ‐

No. Date

1 6/31/2016

2 7/31/2016

5
Stormwater 

Improvement Plan
Not Started 0%

4 GSI Identification In Progress 90%

2
Drainage Area 

Mapping
Complete 100%

3

Site and Drainage 

Area Feasibility 

Analysis

Status

TrackingOriginal Schedule Planned Schedule (same as orig unless adjusted) Actual Schedule

1
Planning Initiatives 

Evaluation
Complete 100%

Responsible 

Party

9876

Task 

No.
Description

Because a resubmission of the Site and DA Analysis Map was was needed, two deliverables were added to Task 3: "Resubmission" and "Review and Approval". The words "and Approval" were crossed out 

in the deliverable description above the added deliverables because approval did not occur.

Complete 100%

Associated Deliverable(s)
% 

Complete

Details

REVISION HISTORY

Due to unforseen permitting issues, site visits were delayed, resulting in a change from 35 to 45 days for the planned duration of the GSI Identification Submission.
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